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Instructions for Using Microsoft Word Mail Merge and OPAL Exports  
to Approve and Deny Open Enrollment Applications 

 
Step 1: Export the Data 

 
There are three steps for preparing approval and denial letters using a Microsoft Word mail merge with data 
exported from OPAL.  
 

Step 1: Export the Data 
Step 2: Create the Templates 
Step 3: Prepare the Letters Using Mail Merge 
 

1.  Sign into OPAL. Go to the Approve or Deny tab. [Use the tab under Apps for regular applications or 
under Alt Apps for alternative applications.] Enter approval or denial for each pupil for whom you wish 
to create a letter. For pupils who are denied, enter the reason for denial.  Be sure to SAVE.  
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2.  For pupils whose applications are approved to transfer IN, go to the School Assignments tab. For each 
pupil, enter the school assignment and any comments that pertain to that specific pupil (if you wish). 
Be sure to SAVE.  
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3.  Click on the Exports tab. The data exports are located on the left side of the page.  
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4.  Select the data set you wish to export and click on the link. 
 

 
 
 
Note the school year.  The exports page will default to the school year for which regular applications are 
submitted (that is, the school year following the one you are in).  If you are preparing letters for alternative 
applications, you must change the school year to the current year before you download the data.  
 
You may also use the other filters to create your downloads. For example, if you want to work with only 
applications for a single grade, you can change the grade filter and the download will include only applications 
for that grade.   
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5. Click “Yes.” 
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5.  This will open the spreadsheet.  
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7. Click on the Windows symbol and then click on Save As.  
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8. The file will originally be stored as a web page in a Downloads folder on your computer.  
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9.  Go to the location on your computer where you wish to store the export file.  Be sure to write down 
where you have stored it, you will need to find it when you create your templates.    

 
Change the file type from Web Page to Excel. Remove the quote marks from the name of the file. Also 
remove any numbers and parentheses (which sometimes appear if you have downloaded the same file 
more than once), unless you want to differentiate between different downloads of the same file.  
 
 

 
  

If you need assistance saving 
your document, please contact 
your IT staff.  

Remove quotes  

Change file type to Excel 
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10. Save the file.  
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11.  You have created your first export data file.  Repeat with the other data sets, as you wish.  
 

 
 

To download alternative application 
files (L105 and L106), be sure to 
change the school year to be the 
current school year! 
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You are now ready to create your Word Templates in Step 2.  
 

Step 1: Export the Data 
Step 2: Create the Templates 
Step 3: Prepare the Letters Using Mail Merge 
 

Return to the OPAL Exports page and continue with Step 2 instructions on creating templates.  
 
 
 
 

https://dpi.wi.gov/sites/default/files/imce/open-enrollment/pdf/appr_deny_step2.pdf

